City of Houston — SAP Registration and Catalog Process
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Narrative for SAP Registration and Catalog Process

Purpose

This document provides a narrative description for the flow chart illustration of the proposed SAP registration and
catalog maintenance process. It describes the interaction of all functional roles involved in the process, and it references
supporting documents, such as Job Aids, which provide additional step-by-step instructions for performing activities.

1.1 When the learner searches the LMS Knowledge Center for information about SAP courses and offerings, he
or she will see a single course called SAP Registration Information. That course has no offerings, but rather
has a description of the process, including a link to this process map and narrative. The description also
instructs the learner to discuss the registration with his or her LMS Administrator.

1.2 The learner contacts the LMS Administrator for his or her department. Names of the departmental LMS
Administrators can be found in the Outlook Global Address List under the distribution group called LMS
Departmental Administrators.

1.3 After the LMS Administrator has informed the learner of the decision of the Business Approval Team (BAT),
the learner either proceeds to step 1.4 Locate and Register for Offering, or the process ends.

1.4 Assuming that the decision of the BAT was to allow the learner to register, the learner goes back to the LMS
Knowledge Center to search for an appropriate offering of the SAP course(s) that correspond to the role(s)
assigned in step 4.2. An automated notification in generated when the learner registers for the course
offering, requesting approval from his or her manager. (See Job Aid: Register for an Instructor-Led Course
Offering.)

2.1 After the learner selects and registers for an SAP course, the learner’s manager receives an automated
notification, requesting approval for the registration. The manager is required to approve the employee’s
time that will be spent in the course offering. This approval happens in the LMS. Based on the manager’s
decision, the process flow moves either to step 2.2.1 or 2.2.2, depending on whether the registration

request was approved or rejected.

2.2.1 If the manager agrees to allow the learner to participate in the course, he or she logs into the LMS, goes
to the Team Dashboard view, locates the request for approval in the Team Enrollments section and
approves the registration request. (See Job Aid: Approve a Registration Request.)

2.2.2 If the manager does not agree to allow the learner to participate in the course, he or she logs into the
LMS, goes to the Team Dashboard view, locates the request for approval in the Team Enroliments
section and rejects the registration request. The LMS sends an automated notification to the learner,
stating that the manager rejected the request. (See Job Aid: Approve a Registration Request.)

2.3 If there is a cost associated with the course offering, the LMS will send an automated notification to the
Additional Approver (Second Approver) assigned to the learner, based on his or her cost center. If there is
no cost associated with the course offering, the LMS sends a notification to the learner that his or her

manager has approved the registration request.




3.1 The role of the Additional Approver is to verify that there are ample funds in GL Account #520805 and to
release those funds as appropriate. If there are not ample funds, the decision must be made to reject the
request. If there are sufficient funds, there still may be reasons why the request could be rejected.
Regardless of these reasons, the Additional Approver will either approve or reject the request, following

steps 3.2.1 or 3.2.2 as appropriate.

3.2.1 If the Additional Approver agrees to release the funds, he or she logs into the LMS, goes to the My
Learning tab, checks the Approvals Inbox and approves the registration request. The LMS sends an
automated notification to the learner and his or her manager, notifying them of the decision. (See Job
Aid: Perform Additional Approver Role.)

3.2.2 If the Additional Approver does not agree to release the funds, he or she logs into the LMS, goes to the
My Learning tab, checks the Approvals Inbox and rejects the registration request. The LMS sends an
automated notification to the learner and his or her manager, notifying them of the decision.

4.1 When the Learner contacts the LMS Administrator to discuss the SAP registration process, the LMS
Administrator mentions that prior to taking any specialized SAP course, the learner must take the SAP
Overview course. In order for a learner to see the offerings for the SAP courses, he or she must be approved
by the Business Approval Team (BAT) in one or both of the potential SAP role families (i.e., FI/MM or HR/PY).

4.2 After the Business Approval Team (BAT) agrees to allow the learner to be assigned to either or both of the
SAP role families, the LMS Administrator assigns the associate Audience Type(s) in the LMS. (See Job Aid
titled: Assign Audience Type to Person.)

4.3 After assigning the proper Audience Type(s) in the LMS, or after learning from the Business Approval Team
(BAT) that the learner has not been approved for either of the SAP role families, the LMS Administrator
contacts the Learner and informs him or her of the decision. If the BAT approved the learner, the LMS
Administrator tells the learner what to expect when he or she searches the Knowledge Center for SAP
course offerings (e.g., if assigned the FIMM audience type, the learner will see only the courses associated

with that particular role family).

5.1 When the LMS Administrator contacts the appropriate Business Approval Team (BAT) representative to
discuss the specific SAP registration request from the learner, the BAT representative may need to contact
the learner, the learner’s manager or others as needed to ensure that there is an appropriate business case
for the learner to be assigned one of both of the role families prior to taking the SAP Overview course.

5.2 Depending on a variety of department-specific factors, the decision may be very easy or very difficult.
Regardless of which decision is made, the BAT representative communicates the decision to the LMS

Administrator.




6.1 If the course does not yet exist in the LMS, the Catalog Administrators at E.B. Cape will create it. The course
will be created with the appropriate Delivery Type (e.g., Instructor-Led), security domain (e.g., Common —
visible to all departments) and course code. Any other needs, such as a cost, variation from the standard
business rules for approvals (i.e., manager approval required for all courses and additional approval required
for courses with cost greater than 0S), will be addressed as needed. (See Job Aid: Create New Course.)

6.2 Based on the classification of the new course by the ERP Instructor, the Cape Center will also apply the
appropriate audience type to the course. This audience type will, in turn, be inherited by all subsequent
offerings of the course. (See Job Aid: Apply Audience Type to Course.)

6.3 If the course already exists in the system, or after it has been created in the two previous steps, an offering
will be created. At present, all SAP course offerings use the Instructor-Led delivery type, but other delivery
types (e.g., Virtual Course, Video on Demand, etc.) may apply in the future. Assuming it is an Instructor-Led
course, the offering will include the date, time, location (including room) and may also include the
assignment of an appropriate instructor. (See Job Aid: Create New Offering for Existing Course.)

7.1 When the Instructor has a new course, or a new offering date for an existing course, he or she creates a
schedule, indicating the dates, times and locations in which the course offerings will be delivered.

7.2 If the course is new (i.e., has never been delivered before), additional steps 7.3 and 7.4 need to be followed;
otherwise, the cataloging process ends for the Instructor.

7.3.1 If the course already exists, the Instructor needs to notify the Cape Center staff to let them know of the
need for one or more new offerings of the existing course.

7.3.2 Foranew course, the Instructor first needs to identify whether the course fits better in the FI/MM role
family or the HR/PY role family.

7.4 After determining the designation of the role family, the Instructor needs to communicate the designation
to the Cape Center Catalog Administrators to ensure that the proper audience type is applied. The
instructor would also communicate the need for any scheduled offerings of the new course.




Job Aid: Register for an Instructor-led Course Offering

The purpose of this job aid is to show you how to register for an Instructor-led course offering.

1. Log into the LMS.

2. From the Home tab, locate the Knowledge Center portlet. Select the Instructor-Led option from the
drop-down list in the upper-left corner of the Knowledge Center.
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3. Ensure that the Locations drop-down list is set to show Any Location.
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Register for an Instructor-Led

Course Offering LMS Job Aid

4.

“Coaching” in the search field.
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5. Click the Search button to start your search.
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Register for an Instructor-Led Course Offering LMS Job Aid

6. First, note that the system has moved you to the My Learning tab. The courses and offerings matching
the search term you entered are shown here.
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7. Be sure to read the information on Seat Count. A Seat Count number of O indicates that all seats are
currently taken.
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Register for an Instructor-Led Course Offering LMS Job Aid

8. Let’s assume you want to go to the session on Tuesday, April 26. To find out the start time for the
session, click the Tuesday link.
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9. On the Session Detail window, note the starting and ending times for the offering, as well as the listings
under the Instructor and Room section. If you are at your own computer, you may choose to export the
event to your Outlook calendar. Otherwise, click the Close button to close the window.
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10. When you’re satisfied that this is the offering you want to attend for this course, click the Register link.
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Register for an Instructor-Led Course Offering

LMS Job Aid

11. When you click the Register link a screen displays, stating that the offering requires the approval of your
manager. Most, if not all, courses in the LMS require you to have your manager’s approval for the
course. This is because your manager or supervisor is the person responsible for your time on the job. If
you’re fairly certain that your manager would allow you to attend this training event during your regular
working hours, click the Yes, Continue Registration button.

Home My Learning

In-Progress Leaming

Knowledge Center
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My Success Plan
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[ Yes, Continue Registration )lND: Find Another Offering

Click the Yes, Continue
Registration button to complete
your registration request

12. After you click the button in the screen above, a Registration Confirmation screen displays. It shows the
Order Status as Confirmed, the Order Number and the price of the course offering. Also note that the
Status is shown as Pending Approval in the Order Items table. This means that your manager still needs
to approve your request before you attend the course offering.
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and
Mentoring

Center

Order Total 35.00 USD
Discount 0.00 USD
Total 35.00 USD

Go to In-Progress Learning

Last Updated: March 28, 2011

E.B. Cape Center

Page 5 of 6



Register for an Instructor-Led Course Offering

LMS Job Aid

13. You will also receive an e-mail notification that your order was processed.

Developer
¥

= Ado\h._F;L,PDF
4& A‘é] 755 x J jj % g, 5Safe Lists ~ .JE v ¥ 2 :er::ted .
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Respond Actions Junk E-mail F} Options = Find
From: LMSAdminSupport@houstontx. gov

To: Ward, Scott - PWE

Co

Subject: Scott Ward is registered for Coaching, Modeling and Mentoring with Registration Number: 00002750

s Scott Ward is registered for Coaching, Modeling and Mentoring with Registration Number: 00002750 - Message (HTML) —

Sent:

Mon 3/28/2011 3:27 PM

Registration=: 00002730

Coursez: 00001421

Course Name: Coaching, Modeling and Menroring
Student: Scott Ward

Manager: ARTHUR HALLER

Start Dare: 4/26/11

Start Time: 08:30

Location: E.B. Cape Center

An instructor-led registration for 00001421 Coaching. Modeling and Mentoring. has been created for Scott Ward. See details below.

(4

-

14. Your manager will also receive an e-mail with the details of the registration request.

* % |5 Fw:

)
_/) Message Developer  Adobe PDF

UKD G s

Reply Reply Forward @ Delete I‘1:wet:| Create Other Block Categorize Follow I‘1arlf as

Up~ Unread || ki Select~

Approval Requested: Coaching, Modeling and Mentoring for Scott Ward - Message (HTML)

24 Find
'—E v 2 Related -

]

to All Folder~ Rule Actions=  Sender : -
Respond Actions Junk E-mail Ia QOptions ] Find
From: Izaguirre, Ruth - HR on behalf of Haller, Art - HR Sent:  Mon 3/28/2011 3:37 PM
To: Ward, Scott - PWE
Cc
Subject: FW: Approval Requested: Coaching, Modeling and Mentoring for Scott Ward
-
From: LMSAdminsupport@houstont.gov [mailto: LMSAdminsupport@houstontx.gov]
Sent: Monday, March 28, 2011 3:27 PM
To: Haller, &rt - HR
Subject: Approval Requested: Coaching, Modeling and Mentoring for Scott Ward
Dear ARTHUR HALLER,
Scott Ward has registered for Coaching. Modeling and Mentoring on 4/26/11, starting at 08:30, ending at 16:30. at E B. Cape Center.
The cost of the class is 335, This registration requires vour approval. Please log on to the Leaming Management System and go to vour
Team Dashboard enrollments to approve or deny.
Please check with vour LMS Administrator or Training Liaison if vou have any questions.
Thank vou,
E B. Cape Center - Online Leamning Team
-

15. When your manager approves or rejects your registration request, you will receive an -email with the
results of the decision. Also note that, depending on whether or not there is a dollar cost associated
with the training activity, additional approval beyond your manager or supervisor may be necessary.

### END OF PROCEDURE ###
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Job Aid: Approve a Registration Request

The purpose of this job aid is to show you how to approve a request for registration in a course offering.

1. Receive e-mail notification regarding registration request in Outlook. Take note of the name of the
employee requesting the registration and the name of the course offering being requested.

Ca =R L IS

“
Message | Developer  Adobe PDF

5 Saba Motice - Approval Reguested: Outlook 2007 - Beginner for RICHARD FEEHAN with Registration Number: 00001542 - Message (HTML)

LRI XS P e BT I,
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L KIMPORTANT NOTE: \
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Sent: Mon 2/14/2011 3:51 P LMS are generated
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From: LMSAdminSupport@houstontx. gov
To: Ward, Scott - PWE
Co
Subject: Saba Notice - Approval Requested: Qutlook 2007 - Beginner for RICHARD FEEHAN with Registration Number: 00001542

automatically.

A registration has been created with the following details, and it requires vour approval:

« Student: RICHARD FEEHAN

+ Registration Number: 00001542

+ Delivery Type: Web-Based Training
» Course: Qutlook 2007 - Beginner

« Status: Confirmed

z Therefore, DO NOT
\reply to these e-mails.)

2. Log into the LMS.

3. Select Team Dashboard from the Go To: roles drop-down list in the top right corner of the screen
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Register an Employee for a Course Offering LMS Job Aid

4. Click the Needs Approval link for the employee who requested the registration.
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ROLAND TAUB Active 0 RICHARD FEEHAN  Active o o o
ROLAND TALE Active 0 0 1)
WILLIAM FETTER Active 1
Bl wiLLiam FETTER  Active 0 0 o _
Add Learning I

| [T T T & [@mtemet [%a - [Rw% - 4

5. Click the Approve link for the requested enrollment.

/= sab; indows Internet Explorer =10 x|
&) = [G s con sovjsaoaeonvan = [+ ¥ zo0s- 2]
File Edit View Favorites Tooks Help

B - B - - Bage- gafety- Tovk~ @ 7

< Favorites

7 saba

' Welcome RUSSELL WARD BB MyCalendar & MyAccount ? Help 2 Log Out
y

‘e ar | Team Dashboard =

Team Reviews

Team Success Plans Reports

Team Dashboard My Team Team Learning

Enrollments: RICHARD FEEHAN

View Enrollments by | Pending Approval x| Profile Quicklinks

Certifications

Curricula
Catalog Enrollments Madify Tzble .

Competencies
I | select| Title | Delivery Type | start Date| Location| Facility| status | Actions | Package | nratiments
PR [ Outlook  Web Based Pending  Drop Completed Course

2007 - Training Approva Continuing Education Status
Team Curricula Beginner Goals

Continuing Education Profile Snapshot

Leaming Requssts [ Approve Selected | [ Approve All ) Selected | [ Reject All ) ;;E;f:“mi |
Plans
I Click the Approve link I
11 ]
[avascript:void(o) [TET T [ [3@mtemet [7a~ [®won -
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Register an Employee for a Course Offering

LMS Job Aid

6. When the Enrollments screen returns, it is now empty. Click the Team Dashboard tab.

/= Saba - Windows Internet Explorer N ] ]

% % [ http://ims.coh.gov/Saba/eb/Main

BB

(2]

Ble Edt Vew Favorites Tools Help

97 Favorites (3 Saba

Team Dashboard My Team Team Learning

Team Success Plans

earning | Enrollments: RICHARD FEEHAN

Enrollments

Catalog
Completed Courses
Team Certifications

Team Curricula

o results found.

Team Reviews

T3 - B - e v page~ Safety - Took - @ 7

Reports

View Enrollments by [Pending Approval =

Continuing Education

Learning Requests

Click the Team
Dashboard tab

"W | Team Dashboard x

Profile Quicklinks
Certifications

Curricula

Competencies

Enrollments

Completed Course
Continuing Education Status
Goals

Profile Snapshot

Progress Motes

Reviews

Plans

|

(O 8@ meret

a v | mw0n -

7. Note that the Needs Approval link seen in step number 4 no longer appears.

/= saba - Windows Internet Explorer =10 x|

% % [© http://ims.coh.gov/Saba/ebMain

4] x| Pl oo

(23]

Fle Edit Vew Favorites Took Help

o7 Favorites 3 Saba

Team Dashboard My Team Team Learning

Welcome to My Team!
@) Team Certifications

Mo items found

All Certifications

(@) Team Enrollments

Name Person Type

BRIDGETTE MABORS Active 0
RICHARD FEEHAN Active 2
ROLAND TAUB Active 0
WILLIAM FETTER Active 1

Welcome RUSSELL WARD

Team Success Plans

Team Reviews

B3 - B) - m - pege- Sefety+ Todk - @e 7

Reports

B My calendar ;'.MyAccoum ? Help =% Log Out

Add Certification

Total Offerings

@ Team Competencies

No items found

(@) Team Plan Items

Name Person Type
BRIDGETTE Active
NABORS

RICHARD FEEHAN  Active
ROLAND TAUB Active

B wiLLAM FETTER  Active

Add Key Competency

Past Due Due Within 7 Days Total

‘e | Team Dashboard =

Configure This Page

|

O T 8 @memet

A | Rmi0% - g

### END OF PROCEDURE ###
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Job Aid: Perform Additional Approver Role

In the City of Houston’s LMS, all course offerings require the approval of the manager or the supervisor of
the employee to account for the time the employee will spend training instead of doing the job that he or
she normally does. In the case of a course offering that has additional cost (i.e., dollars) that goes beyond
the cost of the employee’s time away from the job requires an OK from an Additional Approver. Each
employee has one person assigned as his or her Additional Approver.

IMPORTANT NOTE:

In your role as additional approver, you are expected to ensure that there is enough money available in GL
account #520805 in the cost center and fund applicable to the employee BEFORE approving the request.

The purpose of this job aid is to show you how to perform the role of Additional Approver.

1. Log into the LMS. Ensure that you change your password from its original default value!
For details, refer to the Job Aid: Change Your Password.

2. Click the My Learning tab.

1ol ]
G‘::“ w [ ntip: s dev.coh. gov/sebaieb Main | CES S ﬂ’ Cl |Ck the My

Fle Edt vew Fzvotes Tods Help _ .
EE _ Learning tab

Welcome Oliver Ward B My Calendar & MyAccount ? Help ®% Log Out

My Success Plan My Reviews My Profile

Welcome to My Sabat Configure This Page
@) 1: Welcome to the City of Houston (@) In-Progress Learning Activities
Welcome! Sort | By Registration Date =
Name Registration Date ~ Actions

Welcome the to City of Houston's Learning Management System!
[ PawerPoint 2007 - Beginner 10-NOV-2010 View Details

@ Knowledge Center

[All Resources = (CSecarch )| [View Allin-Progress acthities

[7 Show exact matches only |

Starting [In Next Six Months x|  Lecations [Any Location =]

Browse: | Catalog Advanced Search

T8 @ mtemet [a - [®wow -4

3. Click the Approvals Inbox section.

_iaix
@Tg} ® |G hip: fms~dev.coh.gov/Saba/Vieb/Main =l IEHE\ PR oo [2]-]

Fie Edit Yiew Favorites Tools Help

%5 - B - & - Page~ Safety~ Took- @

¢ Favorites

(2 Saba

Welcome Oliver Ward B wy Calendar & MyAccount 2 Help ®% Log Out

o

Home = MyLeaming | My SuccessPlan | MyReviews My Profile

In-Progress Leaming My In-Progress Learning

Knowledge Center -
Cataloged Leaming External Leaming |

Sort |By Registration Date x [T Group courses by certifications and curricula

All Learning Activity

Approvals Inbox

Evaluations & Surveys v

1™ powerPoint 2007 -
Duration: 03:00 hours

View Details more actions

status: Pending Approval ( Registration Date: 10-NOV-.

Content: PowerPoint 2007 - Beginner
Status: Not Evaluated (Unlimited attempts)

I Click the Approvals Inbox section I

=
[T 3@ mtemet [¥a - [®w% - 4
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Perform Additional Approver Role

LMS Job Aid

4.

Review the registrations pending approval under the Registrations tab.

=10l x|

@7’:} @ [ http: jms-dev.coh.gavsaba ik Man

EERE

[2]]

Fie Edit WVew Favorites

Tooks  Help

g Favorites (3 saba

Home  MyLeaming

In-Progress Leaming
Knowledge Center
All Learning Activity

Learning Requests

My Success Plan

Approvals Inbox

¥ Pending My Approval

¥ Tasks

Evaluations & Surveys

BB -

Welcome Oliver Ward

My Reviews

My Profile

Registrations Pending My Approval

Registrations External Registrations |

View [By Order ltem =

Registrations Pending Approval by Order ltem Modify Table

| r ‘ Order Item Name | Order Number‘ First Name| Last. Name‘ Order Item stalus‘ Registration Dale‘ Offering Dale‘ Actions |

[T ity Discipline 00001424 Jim 07-FEB-2011 16-FEB-2011  Approve
Process Approval Reject

Learner  Pending

( Approve Selected )( Reject Selected )

Page - Safety - Tooks - @@+

B My Calendar & MyAccount 7 Help @2 LogOut

Registrations
pending approval

favascript:void (0)

[T T g @ mtemet

[~ "% -

5. Click the checkbox to the left of the title link of the Order Item Name. Then click the Approve Selected
button to provide the approval, as appropriate.

/2 Saba - Windows Internet Explorer

=|oixj

@T:} » [ htip:/jims-dev.coh.gov/saba/web/Main

BRI =

(2]

Bie Edit Wew Favorites

Tools Help

¢ Favorites (3 saba

Home My Leaming

In-Progress Learning
Knowledge Center
All Learming Activity

Learning Requests

Approvals Inbox

* Pending My Approval

¥ Tasks

Evaluations & Surveys

i - B - R~ 2

Welcome Oliver Ward

My SuccessPlan | My Reviews My Profile

Registrations Pending My Approval

Registrations || External Registrations |

View [By Order ltem =

Registrations Pendi; oval by Order Item Modify Table

r ‘em Name | Order Number‘ First Name‘ Last. Name| Order Item slalus| Registration Dale‘ Offering Dale‘ Actions ‘

W  City Discipline 00001424 Jim Learner  Pending 07-FEB-2011 16-FEB-2011  Approve
Pracess Approval Reject

Click the Approve
Selected button to approve

‘ 4’ ( Approve Selected ]( Reject Selected ]

B MyCalendar & Wv’ _ount ? Help =2

Place a check in the
checkbox to the left of
the Order Item Name
you want to approve

rlMPORTANT NOTE: \
You must reject the

order if there are not
funds available in GL
account #520805 for

the employee’s cost

[T g [@ntemet

[ - [Rwo -~ 4

Center and fund.

J
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Perform Additional Approver Role LMS Job Aid

6. When the page returns, the Order Item pending approval is no longer shown.

10l x|
@- [ hetps ime-cev.coh.gov/ssba ek ven =[] | [ ccos |2

Fie Edit WVew Favorites Toos Help

o Favorles (2 Saba T - = - Page~ Safety~ Tooks - @@+

Welcome Oliver Ward 8 Wy Calendar & MyAccount 2 Help ®* Log Out

Home = MyLeaming | My SuccessPlan | MyReviews My Profile

In-Progress Leaming Registrations Pending My Approval

Knowledge Center
Registrations || External |

All Learning Activity

Learning Requests View [By Order ltem =

Approvals Inbox

Registrations Pending Approval by Order Item

No items found

¥ Tasks

Evaluations & Surveys

=
[T 3@ mtemet [“a - [®wo% - 4

7. Additionally, you should receive an e-mail that indicates that the request was approved by the additional
approver.

= s ILT Offering Pending Reg. Approved By Additional Approver - Message [HTML) -8ax
(3105)
‘ Message | Deyeloper  Adope PDF ]
Bl - I

3,
5
\3 \E’ a x it B @ % LD Y & Find
[ A " (2 Related -
Reply Reply Forward | Delete Moveto Creste Other || Block | juotjunk | Categorize Follow Mark as
to Al Folder~ Rule Actions~ || Sender s Up~ Unread | A Select -
Respond J Actions Junk E-mail )| Options & Find |
From: LMSAdminSupport@houstontx.gov Sent: Mon 2/7/2011 4:16 P
Ta: Ward, Scott - PWE
@
Subject: ILT Offering Pending Reg. Approved By Additional Approver
. ) . . =
(Please note that a copy of this notice was emailed to the Manager and Additional Approver for this leamer) M
Dear Jim Leamer,
You are receiving this notification because you are registered in City Discipline Process. In addition to the approval of your manager, Scott Ward, this
course has been approved by an additional approver, Oliver Ward, based on its cost of 0
+  Course Number: EBC-CLM-91010-02
+ Classroom: Room 131 =
« Location: E.B. Cape Center
o Start Date: 2/16/11
o Start Time: 08:00
If vou have anv questions about this notification, please contact vour training liaison.
Thank vou, E.B. Cape Center - Online Leaming Team
-

### END OF PROCEDURE ###
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Job Aid: Create an Instructor-Led Offering

The purpose of this job aid is to show you how to create an instructor-led offering from an existing course.
1. Log into the LMS.

2. Select Catalog Administration from the Go To: roles drop-down list in the top right corner of the screen

Welcome MARTHA WHITLEY B My Calendar & MyAccount ? Help ® Log Out

Home

ome
My Profile Catalog Administration

Home | Myleaming My SuccessPlan My Reviews

‘Welcome to My Saba! Configure This Page
@ My Plans @ 1. Welcome
Mo items found Welcome!

Welcome ta the City of Houston's Learning Management System.
Add Activity

@ Knowledge Center

[All Resources =]  [Enter Keyword, ID or Description Search
Sert | By Registration Date =

[T Show exact matches only

(@) In-Progress Learning Activities

Name Registration Date Actions. Starting |\n Next Six Manths j Locations | Iy location (COH) j

|| PowerPoint 2007 - Beginner 13-DEC-2010 Launch G T . d p-
Browse: | Catalog o lo:aro

Advanced Search

down box

(@) Organizational Chart

Use this tool to view reporting
relationships across all
departments. Please note that this
tool does not display empty
positions. This tool does NOT
represent the official

@Iﬂff@

Launch Organizational Chart

organizational structure of the City
of Houston.

i
- oo |

3. Click the Courses section.

Welcome MARTHA WHITLEY 8 MyCalendar & MyAccount ? Help %2 Log Out

=i | Catalog Administration =

Manage Activities | Resources | Pricing  Continuing Education Plans | Catalog Configuration | Reports

Manage Courses Offerings

Offering Type & Public Offerings
' Private Offerings

Title l— D
» Import ‘ Start Date »= End Date <=
Course ID Language
Delivery -Select One- |

Configure | Save Search Query Search

* Rebuild Index

Leaming Requests
Manage Certifications

Manage Curricula
Offerings New Offering
Interest List

I Courses section I

!;m‘ ——— . I
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Create an

Instructor-Led Offering

LMS Job Aid

4. Type all or part of the Course Name in the Title field and click the Search button. The courses matching
the text you entered are displayed.

Welcome MARTHA WHITLEY B Wy Calendar & MyAccount ? Help % LogOut

[elnr | Catalog Administration >

Manage Cerifications
Manage Curricula

Interest List

Word 2007

Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 - W
Word 2007 -

Word 2007 -

Manage Activities | Resources | Pricing  Continuing Education Plans | Catalog Configuration | Reports
Manage Courses Course
" offerings k
Title  [Vord 2007 D
" Tasks
Configure | Save Search Query
" Package
»
Import Courses New Course | Quick Course | Modify Table
" Rebuild Index \ Title: |Versir)r| ||n ‘New Offering |
Leaming Requssts Word 2007 - 1 EBC-CIST0401  Mew Offering \

Advanced

Beginner

Collaborating with Others and Personal...
Editing and Proofreading Documents
Formatting Documents

Getting Started

Getting Started

Intermediate

Transition

What's New

king with Advanced Features
Working with Columns and Tables
Working with Graphical Elements

- Working with Longer Documents.

EBC-CIS70402 New Offering

EBC-CIS70403 Mew Offering
EBC-CIST04037
EBC-CIS704017

EBC-CI57044087

New Offering
MNew Offering
New Offering
EBC-CIST044037  Mew Offering
EBC-CIST044047
EBC-CIST044017
EBC-CIS7044027

New Offering
MNew Offering
New Offering
EBCCIST04027  Mew Offering
EBCCIST0407  Mew Offering
EBC-CISTO9027  Mew Offering
EBC-CIS7044097  New Offering
EBC-CIST044057  Mew Offering

EBC-CIS7044067  Mew Offering

New Offering J

EBC-CIST044077

| Titefield |

\I Search button I

Courses that
match the Title text

‘ =SSR

5. Click the Title link of the course for which the new offering will be created. In this example, we will
use the Title link for Word 2007 - 1.

Manage Activities | Resources
Manage Courses Course
" Offerings
Title
" Tasks
" Package
" Import Courses

Welcome MARTHA WHITLEY B Wy Calendar & My Account

Pricing | Continuing Education Plans

FVDrd 2007 D

Configure | Save Search Query

? Help % Log Out
[conr | Catalog Administration ¥

Catalog Configuration

Reports

R

New Course | Quick Course | Modify Table

" Rebuild Index

|Versior| | D

‘ New Offering

Leaming Requests
Manage Certifications
Manage Curricula

Interest List

Word 2007

Word 2007

Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -
Word 2007 -

Word 2007 -

Word 2007 - W

Word 2007 - W

Word 2007 -

Word 2007 -

Advanced
Beginner
Collaborating with Others and Personal...
Editing and Proofreading Documents.
Formatting Dacuments

Getting Started

Getting Started

Intermediate

Transition

- What's New

king with Advanced Features

rking with Columns and Tables
King with Graphical Elements.

Working with Longer Documents

EBC-CIS70401 New Offering

EBC-CIS70402  New Offering
EBCCIST0403  Mew Offering
EBCCIS704037  Mew Offering
EBC-CISTOA01T  Mew Offering
EBC-CIS7044087  New Offering
Mew Offering
ew Offering

EBC-CIST044017

EBC-CIS7044027  New Offering

EBC-CIST04027  Mew Offering
EBC-CIS70407 Mew Offering
EBC-CIST09027  Mew Offering
EBC-CIS7044097  New Offering
EBC-CIS7044057  Mew Offering

EBC-CIS7044067 New Offering

Click the Title
link for the
course

EBC-CIST044077  Mew Offering

‘ St NS Ea]
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Create an Instructor-Led Offering

LMS Job Aid

6. At the Course Details page, click the Delivery Types tab.

Welcome MARTHA WHITLEY 8 My Calendar & MyAccount ? Help ®% Log Out

[ | Catalog Administration =

Manage Activities

Manage Courses

" Offerings

¥ Tasks

" Package

* Import

" Rebuild Index

Learning Requests
lanage Cerifications
lanage Curricula

Interest List

Resources Pricing

Course Details: Word 2007 - 1, #EBC-CIS70401

Main | Learning Assignments

Continuing Education Plans Catalog Configuration Reports

"= required

RelatedInfo | Policies

Course Details
Title®

g

Version

Domain*

Abstract

Description

Caurse Deeplink URL

Owner

Mo items found

\Word 2007 - 1

EEC CIS70401

T —

Click the
Delivery
Types tab

re you getting frustrated with Al
learning Word? Do you use Word =
regularly but wish you knew more =l
Character Limit : 1000

This course focuses on  creating and Al
saving a document:; saving a document =
fox Cffice 97-2003;editing a document; ||

Character Limit : 1000

http://lms-test.coh.gov/Saba/Web/Main/goto/GuestCourseDetailURL?
otld=c - lateDetail:

ing/ afferingTs

Add Owner

7. On the Delivery Types tab, click the link on the right for a New Instructor-Led Offering.

Welcome MARTHA WHITLEY B My Calendar & MyAccouni ? Help ® Log Out

[ciar- | Catalog Administration ¥

Catalog Configuration

gm‘ — .

Wanage Activiies |~ Resources  Pricing | Continuing Education Plans Reports
o Course Details: Word 2007 - 1, #EBC-CIS70401 =

* Offerings * = required

Wain | Leaming || Related Infa || Policies || Delivery Types
* Tasks
" Package .
Delivery Types Add Delivery Type
»
s T s

" Rebuild Index Delivery Mode Details: Instructor-Led New Instructor-Led Offering
P Reqast Delivery Mode Details: Physical Offering @w Physical UNtening DTerng
Wanage Cerifications
IManage Curricula
Interest List

—==m

Click the link for a New
Instructor-Led Offering

Last Updated: January 7, 2011
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Create an Instructor-Led Offering

LMS Job Aid

9. At the New Instructor-Led Offering page, ensure that the Domain is set for Common. To ensure that the
offering can be seen by people in all departments, the Domain must be set for Common.

Manage Activities

Manage Courses

" Offerings

Resources

New Instructor-Led Offering

~ Welcome MARTHA WHITLEY B wy Calendar & MyAccount ? Help ®% LogOut

Catalog Administration ¥

Pricing Continuing Education Plans Catalog Configuration Reports

1.5elect Offering Type 2.Define Offering

»
Tssks Offering Details
" Package Title Word 2007 - 1
* Import Course ID EBC-CIST0401
" Rebuild Index I 00001242
Learning Requests
e Description = |
Manage Certifications =
Manage Curricula Character Limit : 1000
oy 0on
Interest List
p—r
Domain® Comman 1]

This course focuses on creating and saving a document: saving a
document for Office 97-2003:editing a document; W

Course Description

Word’s indent feature; ? selecting entire sentences, lines, o
paragraphs quickly; using the Office clipboard; adding a manual
page break; adding bullets, numbering and multilevel numbering;
showing and hiding non-printing characters; and using Word’s find
and replace feature.

Delivery Mode Description

S~

NOTE: If you need to change the Domain, you may
either start typing the first few letters of the name (at
least two) and then click the magnifying glass icon for
a list of Domains matching what you typed.

Domain®

Course Description

—
[ed [a.]ed

Ry aving a document; saving a
Common

document; working with
Common Archive tire sentences, lines, and

Common Archive Domain lipboard; adding a manual

I Magnifying Glass icon r'

g and multilevel numbering;
acters; and using Word?s find

Or, you may just click the other button (to the right of
the magnifying glass) to select from a full list of
Domains.
WARNING: You must select the Domain from a list.
The field will NOT accept any value that is typed!

Ensure th
selected i

at the Domain
s Common

10. In the Scheduling Details area of the Offering page, click the Calendar icon to select the Start Date.

Domain*

Course Description

Scheduling Details
Start Date*®

End Date

Session Template®
Duration(HH:MM)*
Location”

Facility

Language®

Delivery Mode Description

—
e [0 &

This course focuses on cresting and saving a document; saving &
document for Office $7-2003;editing a document; working with
Word?s indent feature; ? selecting entire sentences, lines, and
paragraphs quickly; using the Office chipboard; adding a manual

Use the Calendar icon to set the appropriate start date. Use the
drop-down lists to select the proper month and year, and then click
the link for the correct day to set the date.

11. Use the pen

Scheduling Details
Start Date®

End Date

Session Template”
Duration{HH:MM)*
Location”

Facility

Language”

When you
box displa:

page break; adding bullets, numbering and multilevel numbering; _loix| o I=1E%] ol x|
showing and hiding non-printing characters; and using Word?s find = = .- = =
and replace feature. G test.coh.gov/Sabaeb_wdk/Main/ @ http:/fims-test.coh.gov/SabajWeb_wdk/Main/ 2 http:ms-test.coh.gov/Saba/Web_wdk/Main/
[December 52| EEEIRS) February ~|[2011 =] iFebruary  JRd| FOERIRAL
S M T W T F § S K T F §
il EE SIEaIG
/ Calendar 5 6 7 8 % 101 6 7 $ 10 11 12
H 12 13 14 15 16 17 18 13 14 15 16 17 18 19
|C0n 19 20* 21 22 23 24 25 20 21 22 23 24 25 26
26 27 28 29 30 31 August 27 28
September
~{October
7 Clear Mavember Clear
December
08:00 *-selected Date *selected Date *selected Date
\E [ nternet [Fa-®mwes - 4 [@ mtemet [ - [®wo% -~ 4 [@ mterret [Fa-[Rw% -
&
Y 7l
[ [« Schedding Detal
[ N« e .
cil icon to select a Session Template.
indows Internet Explorer 1Ol x|
{Ims-test. coh.gov/Saba/Web_a p1.rdf?pickerTargetAttr =&duratio
01-FEB-2011 ) Select Session Template Bl
1.5elect Session Template 2.View Details
0500 Mame I Start Day [Tuesday =]
. e Pencil Duration (K [0B-00 ]
@ ICO n Configure | Save Search Query Search
. T«
Select Session Template Modify Table
Select Name Start Day Number of Sessions Duration (HH:MM)
R . ) . el Tuesday Tuesday 1 0%:00
click the pencil icon, the Select Session Template dialog
ys (see illustration at right). You should note that the Select And Modify Select And Close Close
template(s) available should match the day of the week for the date =l

you selected above.

I

[a - [Rwo% -~
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Create an Instructor-Led Offering

LMS Job Aid

12. On the Select Session Template dialog box, click the round option button to select the template, and
then click the Select and Modify button. When the Edit Scheduling Information dialog box displays, click
the link for the session to continue.

/2 Saba - Windows Internet Explorer =100 x|
@ http:/jms-test.coh, ba Web_wdk/M 2 Lrdf
Select Session Template =
1.Select Session Template 2.View Details
Name [Tussday Start Day [-Select One- x|
Duration {HH:MM) [08-00
Configure | Save Search Query Search
Select Session Template Modify Table
‘ Select ‘Name Start Day Number of Sessions Duration (HH:MM)
& Tuesday  Tuesday 1 09:00
| Select And Modify Select And Close Close
L} C||Ck = | [ [@ wntemet [fa -~ [®w0% - 4

option
button

Click the Select
and Modify button

/= saba - Windows Internet Explorer =100 x|
Q http:fims-test.coh ba ieh E ’ rdf
Edit Scheduling Information =
* = required
1.Select Session Template 2.View Details
Start Date* L] &
Reference foesdy
Session Template®
Number of Sessions 1
Total Duration ¢ Hours 0 Mins
Sessions Add Session | Modify Table
Week el ‘ Start Date Day Start Time End Time Actions
1 O1-FEB-2011 Tuesday 8:00 AM 5:00 PM Delete
? Close Back Finish
[T [ [@mnemet [va~ [®wo% - ,

II Click the link for session I

13. After clicking the link for the session, the Session Details dialog box displays. Fill in the appropriate
starting and ending times, and then click the Save button.

/2 Saba - Windows Internet Explorer =101 %]
€ http:/Jms-test.coh, ba/\eb_wd i  rdfad. 00100285t
Session Details E
* = required
Start Date” e @
Start Time
L |
| e o
End Time
05 - oo Coam Fpm I
(HH:M)* I
Save Close
Dene [T T [@memet [va - [®w0% - 4

/2 saba - W'nduws]nlernet[xplﬂrer =10/ x|
& http:/fims-test.coh. b X f ddi df 0000000000 10028
Session Details =

" = required

oiFeE20r ([

Start Date®
Start Time

08 3o Eam Cpm
(HH: MM A R
End Time

04 1 3o Coam Epm.
(HH:MM)

fee

[%a - [#(100%

]
< 4

[T [@mtemet

14. After clicking the Save button above, the Edit Scheduling Details dialog box returns, showing the times
you selected. Click the Finish button to accept the changes.

/2 Saba - Windows Internet Explorer X|

© htp: fjims-test.coh ba/Web

=10l

£

After you click the Finish button, you will be prompted with

Edit Scheduling Information

1.8elect Session Template

Start Date”

Reference
Session Template®

Number of Sessions

Total Duration

* = required

2.View Details

B0 ()
fruesday

1

8 Hours 0 Mins

=

an alert dialog box that warns you with the following
message:

Message from webpage

1] E After modifying a Session Template, the changes cannot be viewed until the offering is saved.
L

x|

You can just click OK and ignore this warning.

Sessions Add Session | Madify Table
[ Week [session | start Date W= Start Time | End Time | Actions |
1 1 O1-FEB-2011 Tuesday  B:30AM 430 PM Delste
& | Click the Finish button
Close Back Finish
u to accept changes
[T [ [ [ [@mtemet [Fa-[®Rw% ~ 4

Last Updated: January

7, 2011
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Create an Instructor-Led Offering

LMS Job Aid

15. The Scheduling Details section now shows the correct Date, Session Template and Duration. On the
Location field, click the button to the right of the magnifying glass icon to see a list of locations. From
the Select Location dialog box, click the button to the left of the name E.B. Cape Center to continue.

Scheduling Details
Start Date

End Date

Session Template
Duration(HH:MM)
Location

Facility

Language

i
(3 it ims-test,coh.gov/SabaWeb_wdk/Main learming resource focation pickLocation.rdfspicke
presszon | @ Cllck thIS Select Location =l
uesday Fs button tO
. Name
e See a “St Configure | Save Search Query [ Search
of
:Z} Locations
= Select | Name. City | Administrator | Phone 1| Email | Fax
B 611 Walker
8 coH
5 EB. Cape
/ B
. Academy
Click the button to the left of
the E.B. Cape Center name
[
Done [T T[] e mntenet [a ~ [Rwow « 4

16. The Scheduling Details section now also shows the correct Location. On the Language field, enter En (as
in English) and click the magnifying glass icon. Select English from the drop-down list.

Scheduling Details
Start Date

End Date

Session Template
Duration{HH:MM)
Location”

Facility

Language’

01-FEB-2011 rd

01-FEB-2011
I

Enter “En”
and click
the
magnifying
‘ glass icon

Y
En 4

Name
English

Scheduling Details

Start Date prFEBZOTT 2

End Date 01-FEB-2011

Session Template uesday rs
Duration{HH:MM) 08-00

Location E B Cape Center 7
Facility I
Language English @

17. In the Pricing Information section, you see the Base Price, which is inherited from the Course
information. Verify that the price listed is correct. If needed, you can create a new price specific to

this offering.

Pricing Information

Base Price
Currency
Offering Price

Multi-Currency Pricing

Training Units

35 (Inherited from Course)

[

US Dollars

—

& This Offering is available only in inherited currencies and
currency selected above.

£ This Offering is available in inherited currencies, the currency
selected above and default currency, US Dallars.

¢ This Offering is available in all the active currencies in the
system. Note: Prices are only calculated for currencies that have

exchange rates defined in the system.

—

Last Updated: January 7, 2011

E.B. Cape Center
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Create an Instructor-Led Offering

LMS Job Aid

18. In the Registration Information section, you see the Min Count, Max Count and Max In Wait List values,
which are also inherited from the Course. Verify that these numbers are all correct for the offering.

Registration Information

Min Count” i
Max Count 12

Max In Wait List

Student Count o
Students Waitlisted 0
Vendor

Customer Service Representative

&

4

@ Yes, this offering can be dropped anytime after registration

Allow Drop
€ No, this offering cannot be dropped on and after date =

19. In the Availability Information section, ensure that the check boxes called Display for Call Center and
Display for Learner are both checked.

Availability Information
Display for Call Center

Display for Learner

Test

Stop Auto-Promotion Date

Open Enrolment Date

Open Enrollment For All Audience Types Date
Enrollment Closes Before

Offering Reminder before Start Date (days)
Offering Completion Reminder after End Date {days)

Status

20. When all the steps above are completed, click the Finish button to create the offering.

Availability Information

Display for Call Center
Display for Learner

Test

Stop Auto-Promotion Date

Open Enrollment Date

Open Enrollment For All Audience Types Date
Enrollment Closes Before

Offering Reminder before Start Date (days)

Offering Completion Reminder after End Date {days)

[

Open - Normal

-

Finish Cancel

Click the Finish
button to create
the offering.

21. After you click the Finish button, you should see a new set of tabs at the top of the screen and a new set
of buttons at the bottom. These indicate that you have successfully created the offering.

Main | Leaming Assignments || Expenses

Related Info || Policies

Instructor-Led Offering Details: Word 2007 - 1,# EBC-CIS70401,#00001241

Bai

* = required

Copy Create Newe Offering

View Broadcast Offerings New Broadcast

Send Notification Roster Save

Offering

Cancel

} New Tabs appear at the
top of the screen...

H

... and new Buttons appear at
the bottom of the screen.

### END OF PROCEDURE ###

Last Updated: January 7,

2011

E.B. Cape Center
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Job Aid: Apply an Audience Type to a Course

You can use Audience Types to restrict access to a course or offering in the catalog. The purpose of this job
aid is to show you how to apply an existing Audience Type to a course.

1. Log into the LMS.

2. Select Catalog Administration from the Go To: roles drop-down list in the top right corner of the screen

Welcome MARTHA WHITLEY B My Calendar & MyAccount ? Help %% Log Out

Home | Myleaming My SuccessPlan | MyReviews | My Profile

Instructor's Desk

Welcome to My Saba! Configure This Page
@ My Plans @ 1. Welcome
No items found Welcome!

Welcome to the City of Houston's Learning Management System.
Add Activity

@) Knowledge Center
(@) In-Progress Learning Activities

. [All Resources =] [Enter Keyword. ID or Description Search
t -

ort By Registretion Date =] I Show exact matches only

Name Registration Date Actions. Starting |m Next Six Manths j Locations | Wy location [COH) j

[® PowerPoint 2007 - Beginner 13-DEC-2010 Launch

Browse: | Catalog Advanced Search GO TO' drop-
down box

View All In-Progress Activities

@ Organizational Chart

Use this tool to view reporting

relationships across all
departments. Please note that this
tool does not display empty
positions. This tool does NOT

represent the official
organizational structure of the City B E f @
of Houston.

Launch Organizational Chart

- ~
—‘ 05 ® Ssce Soituare nc 13572005

3. Click the Courses section.

Welcome MARTHA WHITLEY 8 My cCalendar & MyAccount ? Help =% Log Out

(el | Catalog Administration ¥

Manage Activities | Resources Catalog Configuration  Reports

Pricing | Continuing Education Plans

Manage Courses Offerings

Offering Type @& Public Offerings

¢ Private Offerings
Title D |
Domain &
* import RN | | storepeee = End Date <= =]

=
a
" Rebuild Index Course ID Language Y
Delivery “Select One- -

Configure | Save Search Query

" Package

Learning Requests
lanage Cerifications

lanage Curricula
Offerings

New Offering
Interest List

I Courses section I

gﬂnm e

Last Updated: May 12, 2011 E.B. Cape Center Page 1 of 5



Apply an Audience Type to a Course

LMS Job Aid

4.

Enter a keyword or phrase to locate the course you want to work with. (You may also choose to filter by

Domain, or use a course ID.) After you have entered the proper information, click the Search button.

/- saba - Windows Internet Explorer

1Bl

G{.}. = [ hitp:/jims-test.con,gov/szbajweb Main

o) %] s

=28

| Ble Edt View Favorites Tods Help

S Favoritss (3 saba

" Package

" Import

" Rebuild Index

Learning Requests
Wanage Certifications
Manage Curricula

Interest List

Welcome Scott Ward 8 Wy Calendar 4 Saba Cen

‘&0 | Catalog Administration hd

Catalog Configuration

Manage Activities Resources Pricing | Continuing Education Plans Reports
Manage Courses Course
Title SAP D
bomain [ R Q&) Avdionce Typersub e [ A&

You have a saved quilly.

Configure | Save Sezflth Query | Reset Saved Query

JI’:}T' - @m - Page~ Safety Toose @r 7

ra & MyAccount ? Help 2 Log Out

Courses

Type in a search term
to help find the course
you want

N

Click the New
Course link

=

L& [ nternet

[~ [®0% - 4|

5. Find the course you want to work with in the list of search results. Click the link under the
Title heading to open the course for editing. In this case we’ll choose the SAP Benefits course.

{2 Saba - Windows Internet Explorer

=10/

GE;. % [ tp: ims-test.coh gov/Sabajeb Main

=11 % oo

28

| Ele Edit view Faverites Tools Help

S Favorites

G Saba

Iﬁv - o v Page- Safety- Toos- @ 7

Welcome Scott Ward 8 MyCalendar & Saba Centra & MyAccount 7 Help ®2 Log Out

. | Catalog Administration -

Catalog Configuration

¥ Tasks

" Package

" Import

" Rebuild Index

Learning Requests
Wanage Certifications
Manage Curricula

Interest List

Domain @ Audience Type/Sub Type

You have a saved query.

Configure | Save Search Query | Reset Saved Query

Courses. Ne:

Manage Activities Resources Pricing Continuing Education Plans Reports
Manage Courses Course
* Offerings
Title [SAP o

Click the link under the Title heading
to open the course for editing

Birse | Quick Course | Print | Export | Modify Table

‘ Title

‘ersion ‘ D

| New Offering

SAP Accounts Payable
SAP Asset Mamt

SAP BASIC ACCO

SAP Benefits

SAP BUSINESS READINESS TRAINING
SAP ERP Inventory

SAP Financial Accounting

SAP FINANCIAL ACCOUNTING

SAP Funds Management

SAP Grants Memt

EBC-ERP70801
EBC-ERP7OBOT
HAS-TECHNOLOGY 01%

New Offering
New Offering
New Offering
EBC-ERPTOHO! New Offering
HAS-TECHNOLOGY 020
EBC-ERPT0701

EBC-ERPT0301

New Offering
New Offering
New Offering
HAS-TECHNOLOGY 021 New Offering
EBC-ERPT0201

EBC-ERP7OCOT

New Offering
New Offering

Results matching your
search term appear here

[ [3[@ mtemet

[Fa - [Rwo% -

Last Updated: May 12, 2011

E.B.

Cape Center Page 2 of 5



Apply an Audience Type to a Course

LMS Job Aid

6. At the Course Details page, scroll down until you can see the Audience Type / Audience Sub Type
section. When you have found the section, click the Add Audience Type link.

/- saba - Windows Internet Explorer

Bl

@-\E;. = [ hitp:/jims-test.con,gov/szba Wb Main

28

| FBle Edt wiew Favorites Tods Help

S Favorites

G saba

Jﬁh' - - Page - Safetyr Toos @

Character Limit : 1000

$ Welcome Scott Ward B Wy Calendar 4z SabaCentra & MyAccount * Help ®% Log Out
~
Sa ba' (e85 Catalog Administration 2
Manage Activities Resources Pricing | Continuing Education Plans Catalog Configuration Reports
Manage Courses Course Details: SAP Benefits, #EBC-ERP70H01
' Offerings * = required
Main || Learning | Relatedinfo | Policies | Delivery Types |
¥ Tasks
" Package
" Import Course Details
" Rebuild Index Title* [SAP Benefits|
Learning Requests . EBCERPTON0T
Manage Certifications
Version =
Manage Curricula
=l
. )
Interest List Pomin
Abstract &
Character Limit : 1000
Description =]
E

Courss Deeptink URL  Nttp:/ /lms-test.coh.gowsSaba/Web/ Main/ goto/ GuestCourseDetailIRLE

otld=cours(( 181&callerPage=/learning/ offeringT

Owner

No items found

Pricing Information
Price
Mo items found

Training Units

Availability Information

po T &
&

Display for Call Center ~

Available From*

Discontinued From

Display for Learner v

Audience Type / Audience Sub Type

Na items found

Registration Information

Min Count ,5—
Max Count Pz
Waitlist Max 99

7

Customer Sevice Representathe | o] &

el

I Y
o

Learning Request Manager

Target Days

[ View All Offerings :)(: Create New Version )

lateDe tail:

Add Audience Type / Audience Sub Type

Save Cancel LI

Add Owner

Add Price

Click the Add Audience Type
link

This is section for Audience
Type and Sub Types

[ [J @ mtemet

Fa-[Ruwow - 4

Last Updated: May 12, 2011

E.B. Cape Center
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Apply an Audience Type to a Course LMS Job Aid

7. At the Select Audience Type / Audience Sub Type screen, you may type in all or part of the name if you
know it to limit the search. Then, click the Search button to see the available Audience Types.

/2 Saba - Windows Internet Explorer _1olx|
3 hitp:ims-test.coh.gov/Saba/Web_ndkMain learming /audienceType fpickAudienceType. rdfdolt =gy eType

Select Audience Type / Audience Sub Type

Type in all or part of a search
term, if desired...

Au!er\ceType"SuhT)’pe Audience Type =

Search

Name [SAF]

Select Audience Type / Audience Sub Type

...then click the Search button. I

[ [ [@mtemet

[%a - [R100% ~ »

8. After you click the Search button, the screen returns with the Audience Types that match.

/2 saba - Windows Internet Explorer
ba/Web_wdk/M

€ http://ims-test.coh, ng/audienceType fpickAudienceType.rdf

=10l

Select Audience Type / Audience Sub Type

Name [FAF Audience Type/SubType [Audience Type =
Search
Select Audience Type / Audience Sub Type Print | Export

These Audience Types
match your search term

-
a] T
r SAP-FlAM
[} SAP-HRPY
Select Close
Dane [T [ [ [ mtemet [Fa- =% - /|

9. Click the checkbox to the left of your selection(s) and click the Select button to associate them to the
course. NOTE: You may select more than one Audience Type at a time, if applicable.

Sub Type

Select Audience Type / Aud

Hame [SAP Audience Type/SubType |Audience

Select Audience Type / Audience Print | Export
r
- / SAP-FlMM
I SAP-HRPY
Select Close

Click to place a check in the
checkbox next to your selection...

il

[T T T T [ mtemet &I

...then click the Select button. I

Last Updated: May 12, 2011
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Apply an Audience Type to a Course

LMS Job Aid

10. Check the Course Details window to verify that your Audience Type is now listed. Click the Save button

to confirm the change.

/- saba - Windows Internet Explorer =10 x|
G{;‘. ® |G hitp: fms-test.coh.gov/Saba/Web Main =l \‘__’\ \z EGWD‘E [2]-]
| FBle Edt wiew Favorites Tods Help

G saba

Jﬁh' - - Page - Safetyr Toos @

S Favorites

Welcome Scott Ward B Wy Calendar 4 SabaCentra & MyAccount * Help ®2 Log Out
(el | Catalog Administration -

Manage Activities Resources Pricing Continuing Education Plans Catalog Configuration Reports

Manage Courses Course Details: SAP Benefits, #EBC-ERP70H01
! Offerings * = required
Main || Learning | Relatedinfo | Policies | Delivery Types |
" Tasks
" Package
el Course Details

" Rebuild Index Title® SAP Benefits]
Learning Requests o EECERPTaNGT

lanage Certifications

Version —
lanage Curricula
=
" @
Interest List Domain
Apstract =]
=i
Character Limit : 1000
Description B

Character Limit : 1000
Course Deeptink URL  N1t93//Ims-test.coh.gav/Saba/Web/Main/goto/ GuestCourseDe il URL?

otid=coursOt 181tc - TemplateDe tail
Owner Add Owner
Mo items found

Pricing Information

Price Add Price

No items found

Training Units

Availability Information

Available From” proan152 ()

Discontinued From

Cisplay for Call Center ~
Display for Learner ~
Audience Type / Audience Sub Type Add Audience Type / Audience Sh’p

SAP-HRPY Delete

Radierce Type  Auionce 5o Type = L | Your Audience Type match now
appears in the Course Details

Registration Information

Min Count 5
Max Count 12
Waitlist Mas 99

Vendor

Target Days 0

([ View All offerings | [ Create New Version
o ]

[ [E[ [ [ [3 @ mtermet Fa-[Rwo% - 4

### END OF PROCEDURE ###

st somice Reprosrtaton | [ @ Click the Save button to finalize the
Learning Request Manager @ Change
)

Last Updated: May 12, 2011
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Job Aid: Create an Audience Type

Audience Types are a means of filtering the visibility of courses and offerings in the LMS Catalog.

The purpose of this job aid is to show you how to create an audience type.

1. Log into the LMS.

2. Select Catalog Administration from the Go To: roles drop-down list in the top right corner of the screen

Welcome MARTHA WHITLEY B My Calendar & MyAccount ? Help %% Log Out

Home | Myleaming My SuccessPlan | MyReviews | My Profile

Welcome to My Saba!
@ My Plans @ 1. Welcome

Welcome!

Welcome to the City of Houston's Learning Management System.
Add Activity

@) Knowledge Center

Mo items found

(@) In-Progress Learning Activities

Instructor's Desk

Configure This Page

[®] PowerPoint 2007 - Beginner 13-DEC-2010 Launch
Browse: | Catalog

View All In-Progress Activities

@ Organizational Chart
Use this tool to view reporting
relationships across all
departments. Please nate that this

tool does not display empty
positions. This tool does NOT
represent the official
organizational structure of the City

Mﬁﬂ_a

Launch Organizational Chart

of Houston.

~
— O Seinaien s (ST m

3. Click the Catalog Configuration tab.

Welcome MARTHA WHITLEY 8 My cCalendar & MyAccount ? Help =% Log Out

S
sabar cot:

Manage Activities | Resources | Pricing | Continuing Education Plans [l Catalog Configuration
Manage Courses Offerings
Offering Type @& Public Offerings
¥ Courses " Private Offerings

. [All Resources =] [Enter Keyword. ID or Description Search
t -

ort By Registretion Date =] I Show exact matches only

Name Registration Date Actions. Starting |m Next Six Manths j Locations | Wy location [COH) j

Advanced Search

Go To: drop-
down box

* Tasks Titls " w r— I CourseS SeCtIOn I

+ mport Start Date 5= = End Date <= =
=
— a
" Rebuild Index =l Betees @
T R Detivery “Select One- ~

Configure | Save Search Query Search

lanage Cerifications

lanage Curricula
Offerings New Offering
Interest List

gm e J I

Last Updated: May 12, 2011 E.B. Cape Center
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Create an Audience Type

LMS Job Aid

4. Click the Audience Types link.

/= saba - windows Internet Explorer

=10l x]

» [ http: jms-test. coh.gov/szba/web an

(2]

| Fle Edit View Favorites Tooks Help

.7 Favorites.

(2 Szba

Continuing Education Plans | Catalog Configuration  Reports.

Resources

Manage Activities Pricing

Manage Easy Entry Templates

Categories

Easy Entry Templates let you show certain fields to people who are creating certain offerings, but let you hide or pre-fill
Audience Types other fields. This makes it simpler for Catalog Administrators or Learners to create offerings quickly and consistently.

Session Templat

Delivery Types To create a new Easy Entry Template, select a delivery type and click "Create™.

. Create New Template

Welcome Scott Ward 8 My Calendar & Saba Centra & MyAccount ? Help % LogOut

‘e | Catalog Administration A

I Click the Audience Types link

P s au et e v |
Inc. 19972009 | 1

I [ ET T T T8 et [ - [®o0% -

5. At the Audience Type screen, click the Search button.

/= saba - windows Internet Explorer

=laix|

@ v [ http: fms-test. coh gov/sabajeb Man

28

| Fle Edt View Favorites Todls Help

¢ Favoritss (3 saba

]ﬁ’hv - - Page~ Safety- Toos- i@ 7

Welcome Scott Ward 8 MyCalendar 4 SabaCentra & MyAccount ? Help %% LogOut

‘e | Catalog Administration -

Manage Activities  Resources  Pricing | Continuing Education Plans  Catalog Configuration | Reports

Session Templates

Delivery Types

Audience Type New Audience Type New Audience Sub Type

Mo Items Found

Easy Entry Templates Audience Type I C“Ck the Search button
Categories . —

[ EC T8 @ niemet - [®w0% - 4

Last Updated: May 12, 2011 E.B. Cape Center
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Create an Audience Type

LMS Job Aid

6. Review the existing Audience Types in the list. If needed, click the plus icon [+] to the left of a listing to

reveal the Audience Sub-Types beneath it.

[~ saba - Windows Internct Explorer

1Bl

G—‘E“‘j’ % [© http: /fims-test.coh.gov/abaieb Main =l \z| \Z| [*F cooge

=28

| Fle Edit view Favorites Tods Help

7 Faverites (2 Saba J [ - g - Page - Safetyv Toosv @v

Welcome Scott Ward B Wy Calendar 4: SabaCentra & MyAccount * Help ®2 Log Out

(el | Catalog Administration hd

Manage Activities  Resources  Pricing | Continuing Education Plans Catalog Configuration | Reports

Easy Entry Templates Audience Type

Name
Session Templates

Delivery Types

Categories

Audience Type New Audience Type New Audience Sub Type
[ Name T [Actions |
Internal Internal Audience Type Delete

. External External Audience Type Delete
|f needed, C||Ck the [+] \ Guest Guest audience type for use with the guest catalog Delete
H = caps Delete
icon to expand the

Existing Audience
Types appear in this
section of the screen

2011-m Track 1 - 2011 Delete
listing and show the o
. 201113 Delete
Audience Sub-Types o arrg
CSMART-USER Delete
Test-EM Testing audience type Delete

=l

[T T T3 @ ntemet [%a - [®w0% - 4

7. To create a new Audience Type, click the New Audience Type link.

-1l
g@ w |G nttpsjims-test.con.gov/sabajieb Main (4] % | [R cooce [2]-]

| Ele Edt Yew Favorites Toos Help

i Faverites (3 saba J f - B - o - Page- Sefetys Took @- 7

Welcome ScottWard B Wy Calendar 4 SabaCentra & MyAccount 2 Help ®2 Log Out

‘e | Catalog Administration -

Manage Activities Resources Pricing Continuing Education Plans Catalog Configuration Reports . .
Click the link for a New
Easy Entry Templates Audience Type .
Audience Type
Name [
Session Templates -
Delivery Types
Audience Type New Audience Type New Audience Sub Type
Name e |Adions ‘
Internal Internal Audience Type Delete
External External Audience Type Delete
Guest Guest audience type for use with the guest catalog Delete
B caps Delete
201171 Track 1 - 2011 Delets
201112 Delete
20113 Delete
2011-T4 Delete
CSMART-USER Delete =
TestEM Testing audience type Delets
=
[T E [ [3 [@mntemet [ [Rwe -

Last Updated: May 12, 2011 E.B. Cape Center
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Create an Audience Type

LMS Job Aid

8. Type a name for the new audience type in the Name field.

=10l x|

3’3 ® [ hitp: fims-test.coh.gov/Sabayieb Main

ElEEE

28

| Ble Edt View Favorites Tods Help

5 Favorites (3 saba

Manage Activities

Delivery Types

Resources

Pricing

Pricing Precedence

Domain

Continuing Education Plans

Welcome Scott Ward

Catalog Configuration

B My Calendar &: SabaCentra & MyAccount 7 Help ®2 Loc ™

Reports

Easy Entry Templates New Audience Type

Categories * = required
Audienc Name*

Session Templates Description

Jﬁ' - Page- Safety- Todke @

(el Catalog Administratiog

Type a name for the
new audience type in
the Name field

Character Limit : 255

TR

Save

]

BT T g @ mnemet

[v5~ [Rwo% « 4

9. Type a description for the new audience type in the Description field, as appropriate. Unless

specifically requested, leave the Pricing Precedence field blank.

/2 Saba - Windows Internet Explorer

=101

G:::; w |G htp: fjms-test. coh.gov/Sabajweb Main

[ x| Fweor

[2]]

| Ble Edit View Favorites

Tooks Help

i Favorites (3 saba

Delivery Types

Pricing Precedence

Domain

Welcome Scott Ward

Catalog Configuration

M My Calendar ¢ SabaCentra & MyAccount 7 Help %2 Log Out

Manage Activities ~ Resources  Pricing | Continuing Education Plans Reports

Easy Entry Templates New Audience Type

Categories * = required
MName* SAP-FIMM

Session Templates Description Restricts access to SAP-FIMN offezings

Page - Safety~ Tooks~ @-

|a-8-&-

{e N Catalog Administration A

Type a description in the

in the catalog to those who have this

audience type assigned
Character Limit : 255
Remaining character count: 156

Description field, if needed
i

R

Save

Leave the Pricing Precedence
field blank unless a specific value

was provided in the request

[ O T 36 memet -

Last Updated: May 12, 2011
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Create an Audience Type LMS Job Aid

10. Ensure that the Domain is set to Common. To ensure that the offering can be seen by people in all
departments, the Domain must be set for Common.

NOTE: If you need to change the Domain, you may start by
typing the first few letters of the name (at least two) and then

New Audience Type

* = required

Hame* | S click the magnifying glass icon for a list of Domains matching
Description peatsicns sooaa: :c(SAP—EEIm»crffe‘_‘ﬂ'.g‘a =] What yOU typed.
auarence r.;'pe-aas'_g;ed o B =l

Character Limit : 255

Pricing Precedence Pricing Precedence I

T omin o &

Name
Save Cancel Common
1 Common Archive = ——
‘ —I Magnifying Glass icon I

Ensure that the

Domain selected Or, you may just click the other button (to the right of the
: magnifying glass) to select from a full list of Domains.
Is Common WARNING: You must select the Domain from a list. The field

will NOT accept any value that is typed!

11. When the screen is complete, click the Save button to create the new Audience Type.

New Audience Type
* = required
Hame* | S
Description Restricts access to SAP-FIMM offerings |
in the catlacg to those who have this
audience type assigned Ll
Click the Save button
Pricing Precedence
-
N
Save Cancel

12. After you click the Save button, the screen displays two new areas. The Organization area can be used
to associate the Audience Type to everyone in an organization at once. The Person area can be used to
associate the Audience Type to one or more individuals. Click the Audience Types link to proceed.

/2 Saba - Windows Internet Explorer =[S
G = [ remins et coh gowisabofied ian =1 4o x| [ cooa ol

| Ble Edit Vew Favorites Tooks Help

S Favorites (2 Saba

Welcome Scott Ward 88 My Calendar & Saba Centra & MyAccount ? Help ®% Log Out

Manage Activities Resources Pricing Continuing Education Plans Catalog Configuration Reports
Easy Entry Templates Audience Type Details: SAP-FIMM B
Categories * = required
MName® ISAR-FIMM|
Session Templates Description Restricts asccess to SAE-FIMM offerings -]
lin the catlaog to those who have this
Delivery Types lazdience type assigned =
Character Limit : 255
Pricing Precedence ( \
Domain Commen 0@ The Organization
Click the - . and Person areas
Organization Add View
Audience appear AFTER
- Person Add View -
Types link you click the Save
Save Cancel k b UttO n J
!I)l":' ‘Saba Scftware, Inc. 1997-2002 |
[ [ [ [5@memet ERET
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Create an Audience Type

LMS Job Aid

13. At the Audience Type screen, click the Search button again.

/2 Saba - Windows Internet Explorer P =] 3}

* [ http: jms-test.coh gov/sabajweb/an

[2]]

| Ble Edit View Favorites Tooks Help

¢ Favorites (3 saba

Manage Activities

Easy Entry Templates

Categories

Session Templates

Delivery Types

Welcome Scott Ward B My Calendar & Saba Centra & MyAccount ? Help % Log Out
TS0 | Catalog Administration =

Resources  Pricing | Continuing Education Plans  Catalog Configuration | Reports

Audience Type New Audience Type New Audience Sub Type

No Items Found

I Y Fa - (w0 - 4

14. You should now see the new Audience Type you just created in the list.
il

@ * |G htp: fjms-test. coh.gov/sab:

ieb ERRE (2]

| Ble Edit View Favorites Tooks Help

i Favorites (3 saba

Manage Activities

Easy Entry Templates

Categories

Session Templates

Delivery Types

P wlesmsmmreman | oo

]ﬁ~ - @m0 - page- Safety- Toos- @-

Welcome Scott Ward 8 MyCalendar & Saba Centra & MyAccount ? Help %2 Log Out

e N Catalog Administration A

Resources | Pricing | Continuing Education Plans | Catalog Configuration | Reports
Audience Type

Name l

I Click the Search button
Name 1 J

Audience Type New Audience Type New Audience Sub Type
Narme Description [ Actions |
internal  Internal Audience Type Delete
External  External Audience Type Delete
Guest Guest audience type for use with the susst cataloz Delet=
B caps Delete
CSMART- Delete
USER
TestEM  Testing audisnce type Delete

have this audience type assigned

SAP-FIMM Restricts access to SAP-FIMM offerings in the catlaog to those wha Delete } Your neW Aud ie nce Type
now appears in the list

T S (@ tntemet a-[Rwo% - 4

### END OF PROCEDURE ###

Last Updated: May 12, 2011 E.B. Cape Center
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Job Aid: Apply an Audience Type to a Person

You can use Audience Type to permit a person to access a course or offering that is restricted by Audience
Type. The purpose of this job aid is to show you how to apply an existing Audience Type to a person.

1.
2.

Log into the LMS.

Select People Administration from the Go To: roles drop-down list in the top right corner of the screen

Welcome Scott Ward B Wy Calendar 4: SabaCentra & MyAccount * Help ®2 Log Out

ot

= . Home
Home | Myleaming My SuccessPlan  MyReviews My Profile Team Dashboard
Catalog Administration
Collaboration Administration
Welcome to My Saba! Content Administration
‘People Administration G T . d -
@ 1. Welcome @ Knowledge Center i (6] 0. ro p

Welcome! [All Resources =] [ErterKeyword. 1D or DefffInstructor's Desk .
[T Show exact matches| Perfarmance Administration dOWﬂ ||St
Registrar’s Desk

Welcome to the City of Houston's Ls M t System. Wi lad
=lcome to the City of Houston's Learning Management System. We are glad you Starting [l T S onte ] Locations [y Lonaton J{Talent Administrston

are here. 1 Administratio

Browse: | Catalog Advanced Search |

@ In-Progress Learning Activities
Sort |By Registration Date |~

Name Registration Date  Actions

@ My Plans

R — B Mo items found
| Defensive Driving Certification Begin Registration

Add Activity

View All In-Progress Activities

At the Search for People screen, type the last name of the person you want in the Name field.

click the Search button.

=10l
@T\:j‘ w [ G ttip:jims-test.coh.gov/Sabajiieb Main =42/ x| W eoose (21~

| Ble Edt View Favorites Tods Help

o Favoritss (2 saba J [ - fm v Page - Safety~ Toos <+ @v

Welcome ScottWard B MycCalendar %= SabaCentra & MyAccount ? Help ®2 Log Out

‘1 | People Administration -

People Learning Skills and Competencies Prescriptive Rules Success Plans Reports

Type the last name of the

Internal Search for People

person in the Name field

pTﬂSpEd . Name(s)” . =@
L) 4 Click the Search button I
[T e e

Then,

Last Updated: May 13, 2010 E.B. Cape Center

Page 1 of 4



Apply an Audience Type to a Person

LMS Job Aid

4. Click the Edit Profile Information link f

{2 Saba - Windows Internet Explorer

or the person. For this example, we will select Ray Taub.

=10l x|

&)™ [ http:/fms-test.con gov/sebajieb Man

1% [x) P o=

EB

| Fle Edit View Favorites Toos Help

g Favorites (3 saba

Welcome Scott Ward

B My Calendar & SabaCentra & My Account

|- B - e e - sty e Twds- @-

? Help ® LogOut

‘©. 1 | People Administration ~

People Learning Skills and Competencies Prescriptive Rules Success Plans. Reports
Internal Search for People
External
= - Advanced Search
I He Click the Edit Profile
Distribution List
=
Search Results New Internal Person | Print | Export | Modifyliable
Last. Name‘ First Name‘ Username Person Type‘ Person ID| Organization |Lomlinn ‘ Job ‘View ‘
TAUB JUDITH E112035 3 112035 HAS - Human  COH 304.1 Edit Profile Informfilion
Resources 26 Profile Snapshot,
Full Profile v
909096 3 S050%6 PWE - EB Cape COH 467.2 Edit Profile Information The resu |tS Of yo u r
Center 23 Profile Snapshot
search appear here
TAUEB ROLAND E106382 3 106382 PWE - EB Cape COH 467.2  Edit Profile Information
Center 3 Profile Snapshot
Full Profile ;I
[T [ 3 mtenet [Fa~[HRwm% ~ 2

5. Click the Privileges tab.

{2 Saba - Windows Internet Explorer

=10 x]

% w |G htp: fjms-test. coh.gov/Sabajweb Main

=] {2l %] Pl coose (2]

| Ble Edit View Favorites Toods Help

g Favorites (3 saba

Welcome

»

]B‘I‘ - @ - Page Safety~ Tools~ @@~

Scott Ward

B My Calendar 4 SabaCentra & MyAccount 7 Help %2 Log Out

&1 | People Administration -

People | Learning | Skillsand Competencies | PrescriptiveRules  SuccessPlans | Reports
Internal Edit Profile Of Ray TAUB ]
External “ = required
Prospect Main || Contact | “Address | Password | Preferences | Privileges | L[S
Certifications
Distribution List P
Competencies
Title -Select One- 7] * Username* Enroliments
First Name® Ray Last Name® Completed Course
Middle Hame — i Continuing Education Status
Profile Snapshot
Domain* 2000 L& sau FulTme =] Multirater Assessment
Home Domain* 2000 (A& Gender 1- Male - Plans
Organization” PWE - EB Cape Center [EI Person No*

Job

wem @
T«
Additional Approver for Ordm@

Manager

I —
Start Date frmarasss (&
Religion “Select One- =l &=

Terminated On =
r

Manager Access

Person Legal ID

——

s o TefEENIOR WCROCOMPUTER Click the Privileges tab

E-mail ROLAND TAUB@houstontx ¢
Type Active - &

Date of Birth

Discount

I(GMT-UE:UU) Central Time (US & Canada)

TimeZone*

Alternate Managers

No items found

Alternate Team Members

Add Manager

Add Team Member

T8 @ ntemet [% - [Rwm0% - 4

Last Updated: May 13, 2011
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Apply an Audience Type to a Person

LMS Job Aid

6. Click the Add Audience Type li

/2 saba - Windows Internet Explorer (=3}
R[S hitp:fims e 5eba e = [+ FF oo s
GC) = [G rwimstestcohsovisesalizaian =421 x| PR coce 2

nk.

| Fle Edit View Favorites Toos Help

People | Leaming | Skills and Competencies | Prescriptive Rules

Internal Edit Profile Of Ray TAUB

External

Prospect

Distribution List

Welcome ScottWard B Ny Calendar % Saba Centra & My Account

Success Plans

Main |~ Contactinformation | Address | Password || Preferences || Privileges

Reports

J@vm - v Page~ Safety~ Toos~ @+

? Help @ Log Out

Audience Types and Sub Types

No items found

Audience Types and Sub Types From Organization

No items found

Security Roles Add Roles | Print | Export

[ Hame [ Domain [Actions |
Report Privileges in world domain world b &
Group Adminstrator security role 2000 x
Internal Person Login Privileges 2000 x
Internal Person Basic Privileges in Common Domain Common X
Comman Privileges in world domain world x
Internal Person Basic Privileges 2000 x

Click the Add
Audience Type link

]

[T T I8 mtemet

Fa-[Ruwow - 4

button.

@ ht h.gov/Saba)\

=10/ x|

i/ pe fpickAudienceT

Add AudienceTypes And Sub Types

Type in all or part of the Audience Type in the Audience Type field. Then click the Search

Type in all or part of the desired Audience
Type in the Audience Type field

4——| Click the Search button I

[T [@mtemet

-]
4

[¥5 ~ [H0% ~ 2

8. The results of your search are displayed. Click to place a check in the checkbox to the left of
the Audience Type you want to select, then click the Save button to assign it.

Click the checkbox to
the left of the Audience

i
@ http:fims-test. coh.gow/Saba/Web_wdk/ lienceType fpickAudienceType t.rdf
Add AudienceTypes And Sub Types -

I ...then click the Save button.

Type you want to
assign to select it... =)
¢ N select Audience Types and Sub Types ‘ The I’eSU|tS Of
E your search

appear here

P (5o ) (i)

[T [ [ [@mtemet Fa~[Rwow - 4|

Last Updated: May 13, 2011
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Apply an Audience Type to a Person

LMS Job Aid

9. Verify that the new Audience Type now appears

/2 saba - Windows Internet Explorer —1ojx]

) R231ES

2l

| Fle Edit View Favorites Toos Help

S Faverites (2 Saba

|- B - e e Rty - Twk- @ 7

People | Learning

External

Prospect

Distribution List

Skills and Competencies  PrescriptiveRules | SuccessPlans | Reports B

Edit Profile Of Ray TAUB

Main | Contactinformation | Address | Password

Security Roles

EE

* = required
Preferences Privileges Profile Quicklinks
Certifications.
Curricula

Add Roles | Print | Export Competencies

Name

Report Privleges in world domain

Group Adminstrator security role

Internal Person Login Privileges

Internal Persan Basic Privileges in Common Domain
Common Privilezes in world domain

Internal Person Basic Privileges

Audience Types and Sub Types

. ‘Ad,m ‘ Enrollments

world x Completed Course
Continuing Education Status

2000 x Profile Snapshot

2000 *x Multirater Assessment
Pl

Common x an

world *x

2000 *

Add Audience Type | Print | Export

Audience Type

[Actions |

SAP-HRPY

Audience Types and Sub Types From Organization

No items found

X [ The new Audience Type appears here

]

[l

Done

B[ (3@ meme - [ - 4

### END OF PROCEDURE ###
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Job Aid: Create a Course

The purpose of this job aid is to show you how to create a course.

1. Log into the LMS.

2. Select Catalog Administration from the Go To: roles drop-down list in the top right corner of the screen

Welcome MARTHA WHITLEY B My Calendar & MyAccount ? Help ® Log Out

i

Home | Myleaming My SuccessPlan | MyReviews | My Profile

‘Welcome to My Saba!

Home

Catalog Administration

nstructor's Desk

Configure This Page

@ iy Plans

Mo items found

@ 1. Welcome

Welcome!

@ Knowledge Center

Welcome ta the City of Houston's Learning Management System.
Add Activity

(@) In-Progress Learning Activities
[All Resources =l

Sort | By Registration Date |«

[Enter Keyword. D or Description Search

[T Show exact matches only

Name Registration Date Actions. Starting |\n Next Six Manths j

[ PowerPoint 2007 - Beginner 13-DEC-2010 Launch
Browse: | Catalog

View All In-Progress Activities.

(@) Organizational Chart
Use this tool to view reporting
relationships across all
departments. Plezss note that this

tool does not display empty
positions. This tool does NOT
represent the official

@mfﬁ

Launch Organizational Chart

organizational structure of the City
of Houston.

anahDﬂS|My location (COH) j

Advanced Search

=
sabe ® Sabs Scftwars, Inc 1957-2008 |

3. Click the Courses section.

Welcome MARTHA WHITLEY 8 My Calendar & MyAccount ? Help ™% Log Out

=i | Catalog Administration

Manage Activities | Resources | Pricing | Continuing Education Plans | Catalog Configuration | Reports
Offerings

¢ Public Offerings
 Private Offerings

Title "

[ TA)@ avtience Typersub Tvpe
Start Date »= li
Course ID |— Language
Delvery  [-Select One- =]

Configure | Save Search Query

Offering Type

* Package Domain
" Import ‘

" Rebuild Index

End Date <=

Learning Requests
lanage Cerifications
lanage Curricula

Interest List

I Courses section I

il

Offerings New Offering

&

®

!ﬁm‘ — -

Go To: drop-

down box

Last Updated: May 27, 2011
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Create A Course

LMS Job Aid

4. Click the New Course link.

/= Saba - Windows Internet Explorer

=0l

% - IG http:/ims-dev.coh.gov Saba/Web Main j |E| |z| Iﬁ Google

28

File Edit View Favorites Tools Help

< Favorites ggl .| © saba = |r:lG°°9|E | | Yo v B - - Page - Safetys Tods~ @+
) =]
Manage Activities Resources Pricing Continuing Education Plans Catalog Configuration Reports
Manage Courses Course 2
" offerings
Title I ID
" Tasks
Configure \ Save Search Query Search
" Package
’
Impaort Courses Mew Course | Quick Course

" Rebuild Index

Learning Requests

Manage Cerifications

Click the New
Course link

Manage Curricula

Interest List

| l_lﬁl_l_l_gﬁlﬂmrnet

Ga - [H0w -

5. Type in a title for the course in the Title field.

-IBlx]
=4[ ¢ [P coose [2]]

/= saba - Windows Internet Explorer

Gg} w [ nitpsfms dev.coh.gv/Saba/viebMain

fle Edit Yew Favorites Tools Help

f) v B) - o - Page - Safety~ Took- @ 7

< Favorites

=118
=)

8 Wy Calendar & Saba Centra & MyAccount ? Help ®2 Log Out
(e[ Catalog Administration -

Catalog Configuration Reports

Welcome Scott Ward

Manage Activities | Resources | Pricing | Continuing Education Plans
Manage Courses New Course =)
* Offerings * = required

- — I Type a title in the Title field I
Title® |

* Package
L I
* Rebuild Index Version
Leaming Requests Bomain beld o€
Wanage Cerifications Abstract | _
Manage Curricula =l
Interest List Character Limit : 1000
Description |
=

Character Limit : 1000

Course Deeplink URL

Pricing Information

et
US Dollars o]
Price 0

% This Course is available only in the currency selected above.

Currency

Multi-Currency Pricing
€ This Course is available in the currency selected above and

default currency, US Dollars. LI

Dore [TE[ [ [ [3@mtemet

[ - [Rwoow - 4

(The course titles and codes for\

EB Cape events are as follows:
e City Training — CT-Event
o CODE: EBC-CT-EVENT

e City Meeting — CM-Event
o CODE: EBC-CM-EVENT

e Qutside Training — OT-Event
o CODE: EBC-OT-EVENT

e Outside Meeting — OM-Event

\ o CODE: EBC-OM-EVENT )

Last Updated: May 27, 2011 E.B. Cape Center
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Create A Course LMS Job Aid

6. At the Course Details page, click the Delivery Types tab.

i
@‘\9 w [© htp: ims-test.coh.gov/Sabajweb/Main | |£\ |z\ ﬁ Gaagle |2
| Fle Edit View Favorites Toos Help

o Favorltes (2 Saba J & - - o= - Page~ Safety- Toos~ @+

Welcome ScottWard B My Calendar & SabaCentra & MyAccount ? Help ®2 Log Out

=1 | Catelog Administigliga =1
Manage Activities | Resources | Pricing | Continuing Education Plans Ca'ﬂiong;r;ﬁquranun Reports Type a course Code |n the ID f|e|d I

Manage Courses New Course
o ﬂl’he course titles and codes for\

' Package

" mpot 2 EB Cape events are as follows:
" Rebuild Index Version . .
e City Training — CT-Event

T Y 0 CODE: EBC-CT-EVENT

P e e City Meeting — CM-Event

o CODE: EBC-CM-EVENT

e OQutside Training — OT-Event
Charscter Limit : 1000 (0] CODE: EBC-OT-EVENT

Coura Dasplic V2L e Outside Meeting — OM-Event

\ o CODE: EBC-OM-EVENT j

i
Currency US Dollars [a)&l =l
7

I E [fa-[®w% - 4

R IL]

2

Description

=

7. Use either the magnifying glass or the “picker” button to select EB Cape Event as the domain for
the course

=103
@-\1‘.}.- [ @ tpiffime-test.coh. gov/sabaesMan = [4][ x| P coose [2[] NOTE: When you need to Change the

| Ble Edt View Favorites Tods Help

Domain, just start typing the first few
letters of the name (at least two) and then
click the magnifying glass icon for a list of
Domains matching what you typed.

7 Feveritss (2 Saba J [ - o - Page- Safety - Tooks- @ T

s Welcome Scott Ward B wyCalendar & SabaCentra & MyAccount ? Help % Log out
Sa bal : (et Catalog Administration he

Manage Activities  Resources  Pricing | Continuing Education Plans  Catalog Configuration  Reports

Manage Courses New Course Domain®

Ld *= i
L reuired Abstract

Course Details Character Limit : 1000

' Package Title! foEe
= = = Magnifying Glass
" Rebuild Index Version l— !

icon

lanage Cerifications Abstract

¥ Tasks

&

lanage Curricula

Or, you may click the “picker” button (to
the right of the magnifying glass) to select
the value from a full list of Domains.

Interest List Character Limit : 1000

Des:n‘ﬁn‘nn I
Use either the magnifying
glass or the “picker” button to

domain for the course @ H
favel [ [ [ @ miemet [7a - [Rwe% -~ 4

x|

—#
I

I
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Create A Course

LMS Job Aid

8. Type an abstract for the course in the Abstract field, if needed.

{2 saba - Windows Internet Explorer =[Ol

3 = S hitp:ims-test. coh gov/sabaeb/Main

EERE

=8

| Fle Edit View Favorits Tods Help

i Favorites

(2 saba

Manage Activities

Resources

Pricing

New Course

Welcome Scott Ward

Continuing Education Plans

Catalog Configuration

Jﬁ' - B v Pager Safetyr Toos« (@~

8y Calendar - SabaCentra & MyAccount 7 Help ®2 Log Out
[elnr | Catalog Administration hd

Reports.

"= required

Course Details
Title” CI-Event|
g EBC-CM-EVENT
Version
Ecmeems  [a]& / Type an abstract for the course in
Manage Certifications Abstract b i d i d d
B the Abstract field, if neede
Interest List Character Limit : 1000
Description =
=
Character Limit : 1000
Course Deeplink URL
Pricing Information
G
Price 0 ;I
[T T8 [@ntemet [ - %o - 4

9. Type a description for the course in the Description field, if needed.

» [& ntip: fjms-test.coh gov/sa

(= Saba - Windows Internet Explorer -(ol x|

=142 | /29 oo

28

| Ele Edt Yew Favorites Toos Help

g Faverites (3 saba

Manage Activities

Learning Requests
Wanage Certifications
Manage Curricula

Interest List

Resources

Pricing

New Course

Course Details
Title”

g

Version

Domain®

Abstract

Description

Welcome Scott Ward

Continuing Education Plans.

‘Catalog Configuration

CM-Event
[ESCCia-EVENT
EE Cape Events Q)&

| B - B - @ e Sty Todsr @ 7

B Wy Calendar 4= SabaCentra & MyAccount ? Help %2 Log Out
(el | Catalog Administration -

Reports.

"= required

Cape staff to account for events like

This "course” is a special way for E.B.
etings and other gatherings that axre

S —— / Type a description for the course

in the Description field, if needed

=
Character Limit : 1000
Course Deeplink URL
Pricing Information
Currency US Dollars @
Prica 5 =
T [8 @ intemet [Fa~ R0 -

Last Updated: May 27, 2011
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Create A Course

LMS Job Aid

10. If a price was provided for the event, enter it in the Price field. Otherwise, leave the Price field set at
$0. Do not change any other values in the Pricing Information section.

/2 saba - Windows Internet Explorer

—IBlx|

= S htty ms-test. Saba/Web/Main

e

| Ble Edt View Favorites Tods Help

¢ Favorites (3 saba | | I % - B) - o - Pager Safetyr Todse @
Manage Activities Resources Pricing Continuing Education Plans Catalog Configuration Reports ;I
Manage Courses New Course
* Offerings *= required
Course Details
¥ Tasks
Title” CI-Event
' Package e
¥ import o [EBC-CM-EVENT
" Rebuild Index Version
—
Learning Requests Domain® EB Cape Events [a ]
NManage Cerifications Abstract This "course" iz 2 specisl way for E.B. 4|
Cape staff to account for events like |
Manage Curricula eetings and other gatherings that are L‘
Interest List Character Limit : 1000
Remaining character count: 864
Description The CM Evenc is 2 meeting of cicy =
lemployees. Additional information may
= included at the offsring level. =l

Character Limit : 1000
Remaining character count: 833

Course Deeplink URL

Pricing Information

.
Currency US Dollars [a]&
Price o

Multi-Currency Pricing & This Course 15 available only in the currency selected above.
€ This Course is available in the currency selected above and
default currency, US Dollars.

' This Course is available in all the active currencies in the

If a price for the event was provided, enter it
here; otherwise, leave the price set to $0

system. Note: Prices are only calculated for currencies that have

exchange rates defined in the system.

————

Training Units

=]

I R

[va - [®wo% - 4

11. Verify that the Available From date shown is appropriate for the event. Also ensure that both the
Display for Call Center and the Display for Learner check boxes are checked.

/2 saba - Windows Internet Explorer g [=] 5]
© http: /ims-test. /Saba/Web/Main ||+ b coogle -

G0~ [ o e amomomneoms % x| cce »

| Fle Edit View Favorites Toos Help

S Favorites | (3 Saba | | J Li - B - dh - Page~ Safely~ Toos~ @-

Training Units

——

Availability Information

=

T &
=]

I
I

—

Available From*
Discontinued From
Display for Call Center

Display for Learner

Verify that the Available From date is set for
today’s date

Registration Information

Also ensure that both the Display for Call Center
and Display for Learner check boxes are checked

Min Count l—
Max Count l—
Waitlist Max l—

<
Customer Sorvce Reprosena | A&

<
—
0

Learning Request Manager

Target Days

Save Cancel

[T g e meme

a v | 00%

T4
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Create A Course

LMS Job Aid

12. Type a 1 in both the Min Count and the Max Count fields and a 0 in the Waitlist Max field.

il
| Fle Edit View Favorites Toos Hel
S Favortss 3 Saba | | | - B - - e ety - Tos- @ 7
[
Registration Information
Min Count 1
ax Coun — : :
e i Type a 1 in both the Min Count and the
Waitlist Max B . Lo
Vendor Y Max Count fields and a 0O in the Waitlist
Customer Service Representative |:|:|IE\ Max fleld
Lewning Request Mansger | |4 |&)
Target Days lﬂ—
View All Offerings Create New Version Save Cancel J
< | _'ld
I [T TS mntemet [a-[®wo% - 4

13. Type in the employee number for the Learn

ing Request Manager in the Learning Request Manager field

and click the magnifying glass button. Then, select the name from the list.

| Ele Edit View Favorites Tods Help

o Faverites (3 Saba | |

Registration Information

Min Count e
Max Count [
Waitlist Max P

Customer Service Representative

Learning Request Manager

Target Days

ST
A NOTE: When you need to add a Learning Request
S Manager, just copy and paste the employee number
B of the person and then click the magnifying glass icon

to get the full name of the person.

Customer Service Representative |

|Eos4873

lU_ Username
E064873

Learning Request Manager

Name

Target Days CARLOS DE

I Magnifying Glass icon I

Or, you may click the “picker” button (to the right
of the magnifying glass) to select the person from a

Use either the magnifying

full list of people.

glass or the “picker” button to
select EB Cape Event as the
domain for the course

14. If the event lasts one day or less, type a 1 i
days for the event in the Target Days field.

WARNING: You must select the Learning Request
Manager from a list. The field will NOT accept any
value that is typed!

n the Target Days field. Otherwise, enter the number of

/2 saba - Windows Internet Explorer
> ol Saba\Web/Main

Registration Information

Learning Request Manager

Target Days

Min Count 1
Max Count 1
Waitlist Max o
Vendor

Customer Service Representative

I
G
—
1

/I Type a 1 in the Target Days field I

View All Offerings

Create New Version

|

o |

[T T T T TS mternet

[ - (R - 4
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Create A Course LMS Job Aid

15.Click the Save button to save the course.

/2 saba - Windows Internet Explorer

- x5 | [
G\::; v [ http: ms-test. coh gov/sabajeb Man =3 E3 ﬁ Google
| Ble Edt View Favorites Tods Help

@ saba | |

=10/

28

page - Safety - Took v @+ =

=

4 |
[T T T T (9@ meme

|- 8- -

S Favorites

Registration Information

Min Count [
Max Count [
Waitlist Max P

Customer Serice Representatie | || &)

a e
E064873 [a]&
i

lick the Save button I

Learning Request Manager

Target Days
;l_l

[Fa-[®mw -

( View All Offerings j[ Create New Version )

16.Notice that the top of the Course Details screen now shows the name and ID for the course, along
with tabs for Learning Assignments, Related Info, Policies and Delivery Types.

S [= 5]

28

/~ saba - Windows Internet Explorer

G@ ® [ hitp: fims-test.coh.gov/Sabayieb Main

| Ble Edt View Favorites Tods Help

2] 239 3 P

Page ~ Safety - Tooks v (- >

|68 -=-

T Favorites (3 Saba

Welcome Scott Ward M Wy Calendar % SabaCentra & MyAccount ° Help =%

(&1 | Catalog Administration

Pricing Catalog Configuration

" Rebuild Index

\Ipammn Reniests
4

Title*

Manage Activities Resources Continuing Education Plans Reports
Manage Courses Course Details: CM-Event, #EBC-CM-EVENT
" Offerings
Main || Learning | Relatedinfo | Policies | Delivery Types |
¥ Tasks
" Package
" Import Course Details

CM-Event

»

[T T T T TS mternet

[ - [®wow -4

17. At the bottom of the Course Details screen, notice that the Learning Request Manager’s employee
number has been replaced with a name. Also notice that there are now two new buttons: View All

Offerings and Create New Version.
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### END OF PROCEDURE ###
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